APPLICATION FOR RECORDS RETENTION SCHEDULE | OFrice OF THE S Ty o Srarony

RECORDS MANAGEMENT DiVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Schaduling Section.

1. Agency Address Co I FOR RECORDS MANAGEMENT use

POR AGENCY USE
Apptication Dete Department of Human Resources oo Application Number
Division of Mental Health & Mental Retarq. -
June 22, 1976 47 Trinity Avenue, Rm. 537-H 77
Application Number Atlanta, Georgia o — - rClatru Recaived Date Complated
DHR-72 - - PN 28 1978 l'AUG {0 1978

chc e =S =S

2, Person to Contsct Working Title g _ Telephone Numbaer

JO.'} Bradley I R Deputy Director L _ 4913 ]
3 Actlon Regquested . '

LB Estabusn Ratention Schadule record will contmua to accumulate

b. E.'] Dispose of present accumulation; no further accumulation anttcipated

¢ 0O Amend Aggllcanon No. Check One: O] Cham__g Supercede O Void

= . T

4. Datas of Series _ - {8. Records Scrlu Title {fallowed by title used In office, i’ d:fferant}
Earliast Latest :

1973 - | Present " | Communi ty Hehtal Health Center Grant Operations Files -

8. Divlsion snd Office Function " What is the function of the Division and the Office in which this record series is created?

The Division of Mental Health administers the mental health, mental retardation and other
developmental disabilities, drug abuse, alcoholism, and training and research programs. This
Division is also concerned with community mental health, and the admlm.stratlon of the State
mental hospitals, rehabll.ltatlon and retardatlon centers. '

7. Roccrd Scfics Descrlpuon Thns file contarns the follcwmg documents (mciu&e fo}m numbers and rm'es if any}:
Attach samplas of the file. '

, Documents relating to H’ppA y/ /(./9 for a federal grant to operate a
Mental Health and Mental Retardation Center within the State of Georgia.

Included but not limited to are: Appllcatlon for Federal Assistance; Project Approval
Information; Budget Information; Program Narrative 1dent1fy,mg objectives and need for

that Applicant will follow préscribed policy and procedures; and Supplemental Budget Infor-
mation; correspondence relatlng to appllcatlon, development monitoring reports; and similar

and related information.
|

Fite is arranged: chronologically by year _thereunder alphabetically by name of Center.’

8 Monthlv ‘Refarance Rate - . How often are records referred to wh;ch are:

Ona to six months old __._..lQ___, Seven to twelve months od__10 __; Thurteen to twenty-four months od__ 5
twenty-five months and older ) '

i e i Tl VAU o ——

9. Annusl Rate of Accumulatlon of Rocnrds :
Letter-size drawers __2... .. _; Legal-size drawers

-.—-;Shelves _._______ ;Otherfspscify) . .

assistance, results or benefits expected, operations approach, geographic location; Assuranceg

L O S U
] : . s eeme e e miel e s e i e s e e e
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AR- N-80-71; Rav. 78 ' . ... {ocven,
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'
b

:-Y__;_;_ NO I 10 Qucstlonnllru JPlace an "X’ in the groggr column} o . .
X . s this the official copy of the series? ‘ L L ‘
I _ .. Mnot.whereisit?_ S S
¥ b Does the series contain confrdennat information requiring security handlmg? If yes, cite law or regulation,
:_m:{f_ e Is this a vital record? e e o o
| L% | d. Does this series have hlstoncal or long term research valge? .
¢. When one or two documents in the file make it necessary to keep the entlre file for a Iong period, could these
X | .__ documents be scheduled separately? . . S I
X | _f. 15 the information contained in this seties ever published? (f _Some “consolidated InFormatio, %
- | 9. Isthe information contained in this senes ever analyzedand/zo)r recorcpg ina summanzec{{ eptl)%’!} birector's ﬁﬁ’gf :
p 1| )fves attachcopv. — e
h. Is thera a duplication of this series in your office, or in another office or agency? '
X L ] it ves where? HEW, Community Mental Health Center . __ ' _ —
_ X1 1 1sthis saries for & major portion of it) reqularly microfitmed? k - -
|| X1 _L_Does tha record saries result in a comouter printout?
11. Rstantion Requirements : The following requiras the series to be kept
8. Stlto Law . o years. d. Aydlt period — years,
b. Statuts of limitation ' years. . e. Administrative need - 5 years,
¢. Fedaral law ' . ' véal_'s. ' . f. Federal retention instructions ___ .___ 3 _ _ _years,

Attach copy or axcert of Iaws or regulations, Explain admmnstratwe need

Retention period: 3 years after subm1551on of annual expendlture report or untl_l I‘ESOIUtIOI
of all audit questions. 42 CFR 51.104, 51.111

Based on reference_experience this office needs these files for 5 years.

12.

A;ﬁf:“ld Disposition Innfta—cﬁons“-'_This agency recommends that the file series be cut off at the end of sach:

" Calendar Year: Fiscal Year; (O Other : S then,

& Hold in the currant filesarea _______month(s) 2 _ year(s); then

0 Transfer to local holding area; hold . _.__ . ___vyear(s}; then

@ Trendler to State Records Center, hold ___,3_____5 year(s); then
3 Destroy.

EX Transfer to State Archives for permanent retention,

@] Othor ISpOC!fVJ

Thess instructions apply to all prior and future accumulations of the series.

Agen

Recommendations in para- ﬁ

graph 12 are approved, Stats Auditor/Desigries

(1f disapproved, attach letter [ W — —
of explanation.) Secretarf of State/Designee %o—(,(/@ 76[«,_/,}" Y - 17‘ 7/6

/ nes (Signature) . | Date Records Management Officer /Signature) Date
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, ' State Reoords Committes (S:gnawm) - Date

_ Anorncv Ganeral/Designes - //MM | 8 -9 - ’76
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